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Designed primarily for counselors within employment 
and training settings, this guidebook prescribes a method for the 
participant, counselor, and others to determine the most appropriate 
mix of programs and services available to enhance the participant' s 
employability. An introduction discusses the Employability 
Development Plan (EDP) and OverViews use of the guidebook in helping 
to develop EDPs. Next, the action-planning guidelines are detailed. 
Six essential tasks (and 27 specific activities/subtasks) are 
identified: (1) recognize principles for counseling program 
participants, (2) prepare to develop the EDP, (3) orient the 
participant and obtain basic information for the EDP forms, (4) 
analyze participant's specific needs and design a program to meet 
them, (5) assess participant's progress, and (6) provide placement 
and transitional counseling. A sample EDP, based on a review of more 
than 50 EDPs currently in use, is provided as a model. (As each task 
is discussed, relevant portions of the model EDP are reproduced.) 
(YLB) 
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EXECUTIVE SUMMARY 



The concept of individualized planning and instruct ion has erne rged 
as one o E the most effective wa^s of mee t i ng the un ique need s of 
individuals* This is particularly important in the case of those 
d isadvan taged persons who par t ic ipa te in employmen t and t ra in ing 
programs * The Employ abi li ty Development Plan ( EDP) , ' i f used proper 1 y , 
can be an effective and expedient tool for ensuring that participants 
ob ta in optimal bene f i ts f rom the ir training and job placemen ts * 

The development of an EDP is commonly v iewed as a burdensome and 
time-consuming requirement of little, if any, value. However , when 
in t eg rated in to a systems approach , the EDP serves as an aid Cojtr 
counselors tu guide the participants through the assessment, training, 
and pi acemen t phases of an employment and tra in i ng prog ram * 

Thi s g u idebook is designed prima rily for counselors within 
employment and training settings* It is based on a comprehensive 
review of literature and information provided by fifteen prime 
sponsors across the country* In addition to use by counselors, the 
ha ndbook can also be helpful to, instructors, adm i n is t ra tors , , a nd other 
prog ram or se rv ice prov ide rs * 

The g u ide bo ok prescr ibes a method for the participant, counselor, 
and others to determine the most appropriate. inTx of programs and 
se r vices available to enhance'the par-tied, pa nt's employabil i ty * It 
combi nes the or i t ical el erne nts of guidance and counseling with the 
varied training activities and services prov ided through CETA to 
provide a s tra igh t- fo rwa rd set of procedures that a, counselor can 
f ol low in prepa r ing and upda t ing an EDP * Instead of prescr i b i ng 
additional pape rwor k for the counselor, mean ing and d i rec t ion a re 
<lj i ven to ex is ting pape rwor k * The importance of usi ng a- team approach 
for improv ing the employabil i ty of prog ram participants is emphas ized * 

The five objectives that guided the de velopmen t of the g u idebook 
were to establish a relationship among the various components of an 
employmen t and training program ; to define roles and respo nsibilities 
in the EDP process for counselors , pa r t ic ipan ts , and ins true to rs ; to 
establish a rationale for placing a participant in a specific program 
or service; to actively involve participants in the development of 
their caree r goals; and to ensure that ca reer g u id a nee and counse 1 i ng 
is an integral part of the participant's EDP* 

The format of the y u idebook is des ig ned for easy re f erence * Af te r 
an ove rview of the essenti al tasks for counsel ing participants and 
developing EDPs, action planning guidelines are given for each" pf the 
tasks specified. A sample EDP, based on a review of more than fifty 
EDPs currently in use, is provided as a mode 1 * As each task is 
d i scussed , relevant por t ions of the mode 1 EDP a re re prod uced * 
References are g iven for the reader who wishes more extensive > 
backgrdund- information* 
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INTRODUCTION ^ 

The Empioyabiii ty Development Plan ( EDP) i-s required for Title II 
participants and is recommended tor all others as weil. . Development 
of the EDP should take place through a systematic process of examining 
partic ipan ts ' educational and employmen t histories , occupational 
goals, and interests and abilities. Then the training and services 
that should be provided through CETA can be determined. If used 
properly , tthe EDP can be an effective and expedient tool for ensuring 
that participants obtain maximum benefit frdm participation in CETA 
and achieve the overriding goal of job placement. 

The development' of the. EDP is commonly viewed as a burdensome and 
time-consuming requirement, having no significant effect on the 
tra ining tha t is o f f e red or on the developmen t of the pa rt i c ipan t . 
However , when integrated with a systematic approach for providing 
training and services, the EDP serves as a blueprint to guide 
par tic ipan ts through assessment , training , and job placement 
activities. In addition, the EDP in forma t ion and the assessment 
techniques tor developing the EDP are useful for participants to 
assess themselves on a continuing bas is , throug h and beyond the service 
period. This guidebook has two purposes. The first is to provide 
CETA ^counselors and other staff with helpful techniques for providing 
g u id a nee and career counsel ing wh ile they are eng aged in the EDP 
process . The second purpose is to prov ide guidelines and proced ures 
for developing EDPs that will meet the needs of program participants. 
The g uidebook arranges the basic program and service options prov ided 
by most prime sponsors into a log ical sequence that will lead 
participants to their ultimate job objectives. The availability of 
this sequence, termed 'a participant-centered delivery system, is 
critical to the successful implementation of the EDP as well as to the 
development of the participant. Without the appropriate sequence of 
training and service options, even the best EDP is not likely to lead 
to r success f ul job placemen t . . 

The first section of the handbook deals with procedures for 
providing guidance and career counsel ing . The second section contains 
guidelines for developing EDPs . The append ixes contain information 
and resources that should be useful in the process of developing and- 
updating the EDP. 



^ L'LANNl NiJ FOR ACTION -V ^ 

An Overview of Six Essential Tasks 
■~ For Couffselinc? Participant s 
. ^ and Developing EDPs 

The £ol lowing tasks compr ise an effective sys tern £ or counsel ing 
part ic i pan ts and developing EDPs to guide them through the phases 
an employmen t and tra ining prog ram : 



Ta s k 1 : 

Re cog n i ze Principles for Counse 1 ing 
Program Participants 



Task 2; -\ . 

Prepare to Develop the EDP 



^Task 3 : 

Orient 1 the Participant and Obtain 
Basic In format ion for the EDP Form 



Task 4 : 

Analyze the Participant's Specific Needs and 
Des ig n a Program to Mee t Them 



"T~ 
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Task 5 : 

Assess the Participant's Progress 



Task 6 : 

Provide Placement and Transitional Counseling 
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Action Planning Guidelines 



Task I : 

RECOGNIZE PRINCIPLES ?FOR COUNSELING PROGRAM PARTICIPANTS 



1 . 1 Recogni ze the stages of career deve lopme$ t throug h which 

research studies have^ind lea ted , every individual progresses , 
It is important for the CETA counselor tq acknowledge these 
stages and to ^try to identify vo ids that may 'exist for 
particular participants . ' * 

Super and Bohn (1970) conducted numerous longitudinal 
stud res on career patterns and identified five major life 
stages . An overview of these stages is' provided on tl^e 
, - + * next page . ' 

<l f 2 When counseling CETA participants, identify the i r present 
s tage of career developmen t * Each stage is characterized 
by a set of tasks that society expects persons of that a 1 ge , 
to deal with effectively. The activities of each stage 
build on the" successes and failures experienced an-. the 
.-■preceding stage. Obviously, if a CETA participant lias 
not experienced sufficient early -career development , that 
person will have difficulty establishing meani n<j ful 
goals for training or job placement. The counselor who 
can recognize a participant's current s tage of caree r 
deve lopme nt is in a better position to guide the 
\ individual than a counselor who is .not aware of" the 
life stages. + - 

1.3 So that career counseling and the EDP development process 
can be gin to be effective, es tabl i sh -a relati o nship with 
the par t icipan t whe re openness , tr* us t , and unders tand i ng 
exist . This may be a challenge T£ the- counselor has to 
ove rcome an authority figure image that participants 
some times have of professional s ta f f members . When the 
authority image is combi ned with some of the appre hens ions 
and anxieties that participants of ten feel, mistrust and 
hosti lity can develop. Remember that hostile Qr 
belligerent par tic ipan ts : are usually really attempting 
to hide or cove r fee ling s of in adequacy or ; i nsecur i ty . 

The establishment of a positive relationship between the 
counselor and participant" is particularly important if 
the intake process has been conducted in an impersonal 
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Career Developmen t S tage s 



1. Growth Stag e (birth to age 14) — Sel f-concep I develops 
through ident i f ica t ion wi th key f ig ures in the f am 11 y 
and school • Personal need s and f an tasy are domi nan t 
early in this stage, ^^Int^rest and capacity becojne more 
impor tan t with i nc reasdd soc ial participation and 
real i ty tes t i ng . 

2 . Explora t ion Stage (age 15 to 24 ) — Se 1 f -ex ami na t ion , role, 

tryouts , and occupa t ional expTJFation take place . Leisure 
activities and par t- 1 ime wot: k a re impor ta n t , 

3 * Establishment Stage (age 25 to 44) — An appropriate field 
) haviny been found , effort is put forth to make a 

permanent place in it. Some trial and error may take 
place early in the stage, but tabl ishment of a career 
. field .is likely to begin immediately. 

4.. ^Maintenance Stage {age 4 5 to 64 ) — Having, made a place in. 
the ,worldUoE work, the individual's primary concern 
is to hold on to i t . 

"' * * 

5. Decline Stage (age 65 and over ) ^ — Work activity declines 

and new roles develop for the individual . 



v 



SOURCE ; Donald E- Supgr and Mart in J. Bohn , O ccupational 
Psychology . (Belmont , CA- Wadsworth Publishing 
Co. ; 1970T pp. 136-137. 




prov id i ng personal 
■CarT^&exSOurces of 



manner. Filling out fo* 
i n formation , and ta king 

anx ie ty for some par t ic ipan ts • In adtHt ion , 
d i f ferences in background and cul ture beT^een 
counselors and participants may have a 'inajVeEtect 
on the deve.lopmen t of positive relationships* 



L • 4 Show i n te res t in the pa r t ic i pan t , one o f the mos t tmpor tr n t ways 
of showing interest is encouraging the participarit to talk* When 
combined with good eye contact and a pleasant approach , this kind 
of encouragement can often lead the participant to become 
involved in developing the EDP. 

A number of teehn iques exist f o r encouray i ng conversation , 
According to McClure ( 1978), Hartz and Kosmo (1977) , and othe.r" 
researchers , there are speci f ic s tra teg ies tha t can be used for 
encou r ay ing nonve trbal pa r t ic ipan ts to ex press themse Lves f ully^ 



Res tat erne n t , reflection , 
that are most useful • 



and in terpre ta t ion a re- three techniques 



Restatement 



involves paraphrasing what the 
has xuid by repeat ilng it in a declarative" 
Restatement shouldjnever be done in a 

nne r • 



participant 
s ta temen t • 

judgmental or condescending 



X 



.For example- 
Part ici pan t : 



If I dovf't get a job 
a re gojftn a murder me 



soon , my f ol Ks 



Counse lor : ♦ 



Your paren ts ace re a liy anx ious 
you to start woe king - 



toe 



Reflection is a method whereby the counselor 
verbally expresses the feeling and emotions the 
participant is experiencing, but may not be 
articulating- This approach regui res the counse lor 
to draw inferences from such cues as tone'of voice 
and nonverbal behav ior , 



For example- 



Participant: 



I wonder if I should enroll in that 
tra in i ng prog ram? But, on the o ther 
hand, what if I get training and still 
don't get a job? Where would i be? 
Maybe I ought to get into a training 
program, now that I think about U. 
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Counselor: you seem contused about where your time 
m i g h t best be spent, working or in some 
type of training proy ram. Have you 
considered doincj both at the same time? 

• Interpretation is a method whereby the counselor 
at tempts to prov ide an underlying mean ing for the 
par tic i pant' s behav ior . The in ten t is to reduce 
the th rea t of mak in^ inacc ura te assumpt ions . Standard 
Lead statements tor the counselor are "Could it be 
that ... " and "Is it poss ible that .... " 



For example- 
Pa rt ic 1 pan t: I am always late* Even when I set my alarm 
clock r I wake up late. My 9 i rl f r iend had a 
party for me last week f and I was late for 
that , too I 



Counselor: Could it be that you don't yet to places 
on t ime because you 'd really pre fer to be 
someplace else instead? 



These techniques can be used in encourag ing pa r t ic ipan ts to talk 
d ur ing counsel ing s ess ions • Th is shou Ld be one of the first goals 
that the counselor a t temp ts to achieve. If partic ipan ts do not open ly 
express themselves, .it becomes extremely difficult to develop an EDP 
ta ilored to mee t the i r un itjue needs . 



-1 .5 Clarify the structure of the counseling session . When 
working with participants, it is important to explain 
to them the spec i f ic purposes for the counseling sessions 
and what should be accompl ished throug h these sessions. 
Participants'should be al lowed to ask ques tions and tell 
what they hope to gain f rom counseling as well. If a 
:nutuai agreement can be reached concerning the expected 
outcomes of counseling, then there is a greater possibility 
of having a meaningful counseling experience. 

Some examples for clarifying the structure- of counseling a re as 
Eol lows , 

* Establish some approximate time* limits f o r counsel ! n g 
sessions . Generally, the time allotted tor counseling 
sess 10ns should be no longer than twenty to thirty 
minutes. A longer session may result in the participant 
becoming inattentive or bored. A flexible time limit 
will some times be requ i red to accomodate the caseload 
of thu counselor , other time constraints , and the nature 
of the top ic be iny d iscussed . 



CI a r l Ly the pu r t ic i pan t 1 s cole , e m phas i z ing to t a_l 
pa r t ic ipat ion in the developme n t of the EDP , A 
recurring problem that counselors seem to have in 
working with participants is encouraging them to 
become more responsible for their employabi 1 i ty 
development planning. In many cases, the problem 
reaches the point where the counselor is making 
all of the decisions and contacts for the participant. 
This is harmful to the participant and overburdens 
the counselor. During the early counseling sessions, 
the counselor should emphasize to participants that 
they will be responsible for : 

- Express i ng wha t educa t ion and tra in ing they 
desire f and why 

- Describing compete nc ies they have developed 
through education or training programs 

- Attending (on time ) all' coun sel ing sess ions 
and other meetings agreed upon 

- Completing the activities written in the EDP 

- Making their own contacts with employers, other 
individuals, or agencies that may have been 
identified for them by the counselor, job 
developer, or other staff membe rs 

Clarify the r ole of t he counselo r and the roles of various 
" team" membe r s . The development and updating of the ED? 
is not an activity that can be done successfully by the 
counselor and participant alone. Tne ongoing EDP effort 
in vol ves input f roin tes t adm in is tra tors , i ns true to rs , 
work si te supe rv i sors , job deve lopers , and others at 
appropriate times. Participants need to be reminded that 
all members ot the team are concerned about their 
growth and employabi 1 i ty development. Also, from 
time to time, various team members will be called 
upon to prov ide suggestions on goals and futur& 
d irec tions for the par tic ipan t and to ass is t in 
assess ing the progress that has been made • 

> — ' 

Accept and expect colorful a nd original figure of speech 
t rom ^participants . Tt is not unusual for counselors to 
have d i tt icul ty understand ing and accepting the speech 
pa tte rns of ind i vid uals f rom d if feren t backgrounds . 
When these pa r tic ipan ts have had limi ted exposure to 
standard English^ their speech patterns usually conform 



to those used in t he homes and ne itjhborhood s , Al though 
nonstandard English is acceptable in the microcosm in 
wh ich the par t xcipan t lives r it is o i ten a barrier to 
pa r t ic i pa t ion in the doin in an t soc ie ty . The counselor 
must beg i n to accept and work to understand different 
speech patterns and must prov ide Oi>porLun i t ies for 
pa r t ic i pan t-s to hear and use s tandard !£ny 1 i sh , 

The following a re examples of how this can be accompl ished . 

» Use the techniques ci ted earlier for encou rag ing the 
participant to talk/ such as restatement and 
in terore ta t ion . This will allow the participant 
to see that there are alternate ways of expressing 
one sol f . 

For example- 
Participant : Hey man , I be getting off on some 
skates. 

Counselor; Oh, you really enjoy skating, as a 
hobby? 

participant,; Hey man, I need a gig, so I can 
fix up „ my crib and <3et a new set 
of wheels. 



Counselor : I think I hea v you saying that you 
want a job so that you can "do some 
th ing s , but 1 don 1 t know exactly - 
what you want to do. Why don't you 
say what you want a little differently 
so I can understand it? Be sides, I 
wonde r wha t mig h t happen i f you wen t 
to a potential employer and talked 
in that manner. You probably wouldn't 
get a job. 



• Identify role models for participants . Some employinen t 
and t ra i n ing agenc ies have forme r par t ic ipan ts working 
in various staff ca pa cities. Since these pe rsons may 
"speak both 1 ang uages , M they can serve as val uable 
resources in ( 1 ) hel pi ng the counse lor become 
familiar with unique speech patterns and { 2) helping 
participants recognize when certain speech patterns 
are apprupr ia te and when they, are no t . Res pec ted 
commun it/ f ig ures a re al so good role mode Is for 
participants . "Us ing Standard Engl i sh in the * 
Employmen t World 1 ' may be an appropr ia te topic for 
.role models to address in a group guidance session. 
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• Read and ex plore articles, b ooks , and journals o n 
various speech patTterns and" dialects . The mos t 
lmpor tan t <s tep in accepting difterent speech pa t te rns 
is to develop an, understanding of their existence and 
how they evolved. Linguists yenerally agree that the 
speech patterns of disadvantaged persons, urban and 
rural, follow a set pattern, are structurally consistent, 
and serve the ultimate purpose of communicating . The 
problem a r ises when a' pe rson wi th un ique speec h habits 
attempts to commun icate with a person who is unf ami Liar 
with those speech patterns . The res pons ibil ity lies with 
counselors to develop the i r unde rs tanding of nons tandard 
English and help to bridge the gap between participants 
and the society in which they must learn to cope and 
f unc t ion . 



1.7 Expect considerable testing of 1 imi ts . Since some 

par tic l pan ts may have a low level ot trust , particularly 

for someone who re pre sen ts the " sys tern they are 1 ikely 

to tes t the i r 1 im i ts early in the counse .1 ing and EDP process . 

According to McClure (1978) f the testing of limits has 

two common variations; (1) alternating between provocation 

and passive, depende nt com pi iance ; and ( 2 ) co-opt ing the 

counselor by in forma lizing the relationship, then making 

personal demands on the counselor (as a friend) that the 

counselor (as a pro tess ional ) cannot satisfy. 

Some sugge s ted methods for coping with the pa r t ic ipan t 
who is con tinual ly "testing the 1 imi ts" follow. 

* B e £ i cm a nd c o nsistent _i n applying policies an d 
rules for a 1 F participants . Some participants , 
espec ial J y those who are insecure and distrustful, 
are very astute in identifying incongruent behavior 
on the part of the counselor or any person in 

au thor i ty . When the oppor tun i ty presen ts i tsel £ f 
some participants may confront the counselor with 
i neons is ten t behav ior to make the counselor feel 
guilty of "playing favorites." The way to avoid 
this problem is to have a general set of guidelines 
and rules to which all participants must 
conform • 

# Requ i re the par t i c i pan t to accept respons ib il i ty 

for kee ping appoi n tmen ts and dead lines and for se 1 1 ing 
g oa 1 s . A major goal in preparing par tic ipan ts Eo 
become job-ready is to assist them in be com ing ma t ure 
and respons ible . in essence , the demand s that are 
placed on ind iv idua Ls in the typical work setting 
should be simulated in the CETA program. Tardiness, 
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absen tee ism , and indeci s ivene ss wi i L no t be toie ra ted 
' once the participant enters a job. Therefore, if the 
pro j rain is to prepare the par t ic ipan t f,o r employnien t , 
the same type of recjuiremen ts must exist in the prog ram . 

* Be ready to c o n £ ro nt participants, diplomatically, in 
situations where they may not ha ve been totally "above 
board" and honest . In some instances, participants will 
attempt to gain sympathy from or manipulate the counselor 
by using dishonest tactics— deception about home and 
family situations or false . reasons for not keeping 
appoin tments or no t ge tt ing along with a 

superv isor . Gene call y, the counse ior shou id be 
recept ive to pa r t ic i pun ts when they have leg i t ima to 
reasons tor no t honor i ng a comm i tmen t or ag reemen t . 
Howeve r t it a cons is ten t pa t te rn dove lops , counselors 
should con i ran t par tic ipan ts wi th the ir concerns and 
pro v ide ev idence to suppor t the al ley a t ion . 

1 . 8 Allow oppo rt unities for direct r eh e arsal and coaching . 
Just as counseling is an effective method for building 
re i a t ionsh ips , exchang ing in forma t ion and ideas, and 
developing the EDP, counseling can also be used to provide 
training in dealing with a variety of job-related situations 
and the opportunity, for participants to explore their 
feel ing s and reac t ions to such s i tua t ions . Since mos t 
participants have not been successful in past experiences 
in the world of work , they need, pppor tuni ties to cultivate 
and practice the skills necessary for becoming * 
competent employees. Occupational exploration and 
planning shouLd be provided along with training in 
work maturity skills and job search skills so that 
participants have an opportunity to explore their 
in te res ts and ab ii i t les . The counselor can f ol Low 
up th is k ind of trai n ing wi th counse .1 ing sess ions 
and meet ing s to de termine if impor tan t work concep ts 
have been internalized. 

Some examples of methods for providing rehearsal and 
coaching oppor tuni ties, especially in conj unction wi th 
training , are as follows. 

• Prov ide oppor tun i ties for the par tic ipan ts to d isc uss 
the hand 1 ing of I inane ial matters. The managemen t o£ 
money is a difficult skill to develop and maintain, 
particularly in times of economic uncertainty. The 
skill of man ag ing money may be particularly difficult 
for the pa r t^ie ipan t who has had 1 imi ted ex per ie nee in . 
the economic mainstream. This problem may beepme 
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se r ious when the pa r t ic ipan t beg ins to earn more money 
than in the past, thus creating a Ealse sens^ of wealth. 
In such ^ i tuci t ion<=; , par t i c ipan ts may ove robl iga te 
themselves and encounter difficulty with creditors, 
collection agencies, and the law . it is ex-t re me ly 
important that par ti c ipan ts be given practice and 
-assistance in planning a bud yet, unde r s tcind ing the 
difference between basic needs and luxury items, and 
the importance of establishing some type o£ savings 
arrangemen t . 

• Provide practice i n clarifying values . One of the most s x 
effective methods tor helping participants "get in 

touch with reality" is to facilitate the clarification 
of values per tain ing to material possessions , educat ion , 
and work. The determination of these values helps 
participants decide what kind of job and lifestyle 
is consistent with their values. 

• Provide practic e and assist* . ice in goal setting . An 
important element in the de ve lopment and revision of the 

EDP is setting long- and short-range goals. If participants 
are to play an active role in the goal-setting process, they 
must develop an understanding of that process. The following 
are examples of topics for d iscussion between the counselor 
and the par t ic ipan t : 

- what are goals and why are they important? 

Q 

- what goals have I set for myself that were not ' 
reached? Why or why not? 

- What goals have I set that wece reached? Why 
were they reached? 

- Wha t are my £ ut ure goa Is in terms of education, 
work, and family? 

- How can I reach my future goals and how long will 
it take? 



. Summary 

The eight principles discussed in this section are designed to be 
helpful for counselors who work with the disadvantaged. Not all CETA 
participants will need all oE the types of counseling presented here. 
However , it is impo r tan t for the counse lor to be aware of factors that 
may faci li tate ot hindec the g uidance of participants . The counsel ing 
principles should be useful in the development of EDPs, which is ' h 
addressed in the next task « 
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Task 2: 
PREPARE TO DEVELOP THE EDP 



2 . 1 Plan to use the EDP as a contract . The employ abil i ty 

developmen t process should be a prog ress i ve one whereby 

the participants assume more and more responsibility 

for their actions and employmen t search • At first/ of course, 

many participants are likely to be quite dependent on 

counselors and other stat;f members for direction . However , 

as participants progress through the various stages of 

the CETA program, they should become more involved in tiie 

plann i ng £ nd dec is ion-rmaki ng process • The log ical 

culmination of this process is that participants assume a 

major share of the* responsibility for search ing for jobs 

and ob tai ni ng employme n t • 

The development and updating of the EDP ■ provide an 
excellent opportunity for participants to become 
increasingly involved in decisions that are of direct 
concern to them* A good approach for promoting th is 
i n vol v erne n t is to regard the EDP as a con tract 
between the CETA counselor and participant. 

David Meyer, in Employabil ity Development: A Higher 
Education Training Monograph ( 1978 ) ci tes the following 
advantages ot a behav lor contract: 

1. It provides a written record of decisions made 
and the course of action to follow. 

2 . It serves as a moti va t ional dev ice Cor counselor 
and par t ic ipan ts who may otherwise proc ras t ina te . 

3. It provides the participant with a sense of 
progress, especially if it is broken down into 
segments with evaluation' after each segment. 

4 . It forces the participant to assume responsibility 
for behav ior . 

5. It tends to ensure the return of the participant 
for periodic evaluations. 

6. It treats the program participant as a - responsible 
person. 
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The ad van tag^s just L is ted are bayed on the assumption 
that pa r t ic i pan ts need to have input in tu the dec is ions 
;nade about their t ra in i ng and serv ice s . Ha v ing the 
opportunity tor input can help participants develop a^ 
"stake" in, and sense of reaponsibi L i ty for, their 
present train iny and future empLoymen t , This involvement 
ai so can help transform a par t ic ipan t ■ s £ eel ing o E 
he lpl ussness , wh ich is often p^rce i ved by others as a 
lack ol interest or hostility, into a telling of 
se 1 f-su E f iciency . 



Plan to prov idc necossa ry _tra inji n g and se rvic es . The EDP 
can "be max FinalEy e t tec t Cve onl y If the necessary t ra in iny 
and services are available . Even the best EDP cannot 
guide the participant toward unsubsi d ized employment i f the 
necessary training and /or services are not prov ided . 

Fig ure 1 depicts a " par tic ipan t-cen te red del ive ry system" 
and the 1 inkages that are needed be tween the EDP process 
and available training . The information gathered through 
intake and initial assessment provides the basis for 
s tar t mg de ve lopmen t o f the EDP • Testing may be needed 
to provide more information about what training will be 
appropriate y iven a par t ic ipan t • s interests, apt i t udes , 
and proficiency in basic skills. Of course, not all 
par t ic ipan ts w^u Id yo throug h allot the training 
presented in figure 1; nor, if they did, would the 
training necessarily be yiven in the order depicted. 
It is essen t ial , however , that enouyh different kinds 
ol tra in ing be available to meet a wide range of 
part ic ipan ts' needs . The EDP reflects the initial 
ass iy nmen ts and is upda ted con t i nuousiy through onyo ing ^ 
asses smen t as the part ic ipan t moves through the sys tern . 

A brief description is provided here of each component in 
the par tic ipan t-cen tered delivery sys tem , This should 
serve as background for the fo LI owing d iscussion of the 
procedures and personnel involved in making assignments 
for train ing . 

• Intak e and Ini t ial Asses smen t — The major function of 
this component is to determine the individual's 
eligibility for CETA and to collect preliminary 
information concern iny bac ky round , in te res t s , and 
abilities. This information is used to initiate 
deve Lopmen t of the EDP, 

¥ 

^ Tes t ing— Te s t i ng is par t of the a^sessmen t process . 
^ Tes tsT~a re y iven when neeess ir y to do t<: rmi ne In teres ts , 
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ap t i tude s , and bas ic sk i 1 L s prof ic ienc y . Tes t 
resul ts prov ide pa r t of the in f o rma t ion needed to 
assess par t ic i pan ts and to de te rm ine the tra in ing 
that is appropriate . ( See Tes t ing in Employmen t and 
Tra in ing Pro g rams : An A c t i on Pi ann ing G u ide book for 
a description of: ava il alSTe™ tes ts and how to es tab L xsh 
a tes t ing prog ram.) 

• ' EDP Developmen t — Initial sections oE the EDP are filled 

out and tentative training goals are established ba§ed 
on such factors as prev ious work experience , education , 
employment burriers, skills, interests, test results, 
and ava i 1 ab i L i ty of tra in ing/surv ices • 

• CJr i e n tat i on to the World o f Work — This program is 
provided to participants who have little or no work 
backg round or unde rs t and ing o t the mean i ng of work . 
The program should be motivational and help prepare 
par t ic ipan ts for subsequent GET A tra in ing . - 

• Basic Skills Instruct ion -- Pa rt ic ipan ts rece ive remed ial 
instruction Tn read ing and/or mathematics so that they 
can beiief: i t from subsequent tra in ing . ' This ins true t ion 
often is combined with the Or ien ta t ion to the World of Work 
prog ram . 

• Occupa t ional Explo ra t ion , P I a n ning, and Decision Making — 
ParticTpants gather in fp rma t ion about their interests and 
abilities and learn to u^e this information to plan future 
ca ree r d i rect ions . Se 1 f -asses sine n t takes place at th i s 

s tage , and the in £ orma t ion ga t he red is espec ially useful 
in determining what specific occupa t ional tra in iny 
would be appropriate • 

• GED — Training is designed to lead to a high school diploma 
if required for a t ta inmen t of participants' occupa t ional 
goals, GED training often is combined with work 
experience or other instruction to make the . GED training 
more relevan t . 

• Work Experience — Pa rt ic ipan ts increase their work 
maturity and develop specific job skills in an actual 
work setting. Work experience also provides the 
opportunity for participants to confirm or negate their 
job c ho ices and occ upa t ional goa 1 s • 

• Work Maturity Skills Train ing — Part ic i pants develop 
pos i t ive attitudes and good work habits that ace 

ex pec ted by employers • Par t ic ipan ts a L so become more 
competent in pre sen t ing a pos i t ive Linage , commun ica t ing 
e f f ec t ivei y-, accept ing res pons ib i I i ty , and coope ra t i ng 
with othe rs , 
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Qcc upa t i onal S k il 1 s T ea i n irig — Pa r t ic ipan ts develop the 
spe c 1 f X c com pe ten c l e s and^sHil Ls that ac^ expected by 
employers and that lead to j ob placemen t . Some par t ic i- 
pan ts rece ive such tea in ing through appren ticesh ip programs 



• Job Sea rch and Re ten t ion — Pa r t ic ipan ts become compe ten t 
in developing resumes , sea rching for jobs , and apply iny 
and interviewing for jobs. They also learn about 
following company pol ic ie s and rules and manag ing 

pe rsonal responsibi 1 ities and finances. 

* 0n~ The- Job Tr a in ing — (OJT) involves tra in ing in spec if ic 
occ upa t ional skills at a work s i te . Wi th the except ion of 
specific job skills, the participant generally is ready 
for unsubs id i zed employmen t . It is e a pec ted that many 

oC these OJT programs will result in a permanen t job 

with the training employer af ter the t ra ining is completed . 



EDP Revision and Ongoing Assessment — Counselors , 
instructors , work s i te superv isors , and other 
pe rsonnel constantly attempt to identify changes or 
improvemen ts in the knowledge , skills, and attitudes 
of pa rt ic ipan ts . The EDP is upda ted reg ularly in 
order to modify or confirm the training assignments 
that have been made. 




• Placement-- Participants receive the information and 



- support needed to search for, and find, employment 
in the pr iva te sector . 

♦ Follow-Up and Fol low-Th rough — Follow- up is cond ucted 
for report ing purpose s , and for de te cm in ing whe the r 
problems exist on the job for former participants. 
Follow-throuyh services are provided to ensure that 
forme r par tic i pants receive the counsel ing and/ 
additional training that are needed to function 
effectively in the work place . 



2.3 Plan to select training from J available options . As noted 

in figure 1, there may be a number of options for assigning 
part ic ipan ts to train ing programs . The counselor , other staff 
membe rs , and the par tic ipan t need to exam ine the al terna t ives 
that are available in order to make the best "match" between the 
pa rt ic ipan t ' s need sand the training that will be given. 

Five important factors should be considered when maKing 
assignmen ts to training and in developing the EDP. These 
are as fol lows : 

L. Criteria for Entry — Participants should meet at 
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leas t the m in i mum criteria,established for entry 
to a particular training component, 

2. goals of the Training Component — Certain goals must 
be. accomplished by the time the training is 
comple ted . ■ ) 

3. " Team 1 ' Activities — For each training component, 
seve ral s ta f £ members have re spons ib i 1 i ty for 
mon i tor i ng pa r t ic i pan ts ' prog ress and assi s t ing 
them in reaching their training goals* 

4. Responsibility lor the fcDP — Several persons wiilfr 
be responsible tor prov iding the in forma t ion to 
be used iiv evaluating the participant's progress 
and updating the EDP. • 

5. Expected Outcomes — -Achievement of specified outcomes 
-should determine whether* the participant is ready 

to progress" from the current training to the next 
assignment or to job placement, ' " 



In mos t cases , one "base younse lor 11 should be re spons ible for/ a •* \ 
participant's training assignments and EDP throughout the / 
participant's experience with CETA.' ^ne base counselor initiates* 
comm unication as necessary with the participant, instructors , work 
site supervisors, and others who need to be- involved. To function 
effectively, the base counselor needs to consider the £ i ve f ac to rs 
listed above and establish the procedures that are needed, , 

Table if Matrix o£ Trai ning t Assignmen ts , presents information that, 
the counselor needs to manage the EDP process. For each training 
program that may be avail able, the -matrix prov ides the criteria to be. 
used for e n t ry to training, goa Is of the-rtua i n i ng component , team 
ac t i v i t ies , persons re spons ib ie , and ex pec ted outcomes • Counselors 
and other staff can use the matrix as, a guide in establishing 
procedures to 'be followed at the local" level , . Local staff are 
encouraged to mod i Ey the ma tr ix as necessary to make i t * a functional 
tool 'for decision making. . 

Before going on to the following tasks involving development of 
the EDP, the reader is encouraged to 'review the sample EDP in the 
attachment to this handbook This EDP, based on a review and 
synthesis of more than fifty EDPs that are currently in use, is 
offered as a model that can be adapted for local use,. .The EDP has * 
been kept as sKbrt as possible to minimise the amount of "paper work" 
that is required. Relevant portions of the model EDP will be 
re prod uced in the fol lowi ng d iscuss ion of tasks and activities. ' 
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TABLE 1: MATRIX OF TRAINING ASSIGNMENTS 





ORIENTATION TO THE 
WORLD OF WORK * 


BASIC SKILLS 


OCCUPATIONAL EXPLORATION, 
PLANNING. AND DESIGN MAKING 


GED 


WORK EXPERIENCE 


CRITERIA 

FOR 

ENTRY 


* Di-lt"! mm, n nut ut iimT Ih.'n'nt 
rmi*luyrmn-iT h.nofy 


* DMorprtLiLjMju TJlJl tiJUt skill's 
l»rEi('r'rt>rv 11 I^C 1 ttl' v^cfM 
■ nl ^ nitk|»li b |<CM» (»1 Cf TA tp.tiru'l^l 


* CV|rt-1Mt^|'H»n 1 J <l'P 'IPl'if lb| in it k ' Pi.n/vlfifcji 1 ' n, 4 »P r> iM 'ppliulil 

* t>f li<|ltHrijmv" id J'i Ljn'f^Ol,"[l h mi" t jl (h"< up.ilnJO 

* Oft^ioniMl'H" i^t j i.t<"* 'ii i»t.mii»nj m J ilrciv"" 'ti^ mq ■> liu 


* iliiiul.un Tltrfl (unrihPj^tTir'LT 
JM* Hi, 1 ?*! C Jl' I* 1 f* r ' rn if »/>l n 1 1 Ihr'i^q* 

HtnlnOrr^'f 1 "1 il f H^TiTh' d 1 " 


* BcurtrHtuutirt at (tinjt muM. tt4tt*n 

* D"l'-'niirMt'v>li Ol >li4ldFi|UJlr T'J''L,<iq 
'■il^flMm. <,i fitP|plipyriK"i' 

* Ok* ft m>nj[Lipr> »f L<h V al t un 1 

f^lWf' IfilC l" tl 1fH?f if If Lf Id 


GOALS 
Of THE 
COMPONENT 


* T i ^ytujl^ lU'fMNPJini to |>jfT« ^Ultf 

■l' CE T A |i 

* Tfj i-- |ij'liC'{Mnt'^ Vn«tMk'd^' ti< 
i&rr+i hjh ti i rm 1 1 

* To *"4Wf pji|>fi|t#il to fCCOn.rW* 
i«qti-r^tn«ii|i in' employ nwH 




* T*,i pncrnic pj.M'e'i>v,i l jj-ffr^wo* i*mw f> mWrui „m| 
Tljfrf inrr>j[»/>S(j'i* 

* Tl> *rp,iMf t 1 *c iju'ii io ut*'i i >bft,kh r '' i* i ,,|Mi»0"i 

* Tfi j*iHir ^Ji|iC-t>HioT ^ii^l n>^ (.iij^'i^nq 4>i[iiniJlLy "-(|H4:]jr»j 
it#nrt^q ihji it iHTCkd 


* 111 winr" ,Hfi l-< din' -Pi MiqfL ^ r 

ri h.i i . ■■■<-" i.'' T 


* Tn "Ti^ruyl* iTPe |MM^f -IM' lUVi'i. 
t^di'H'tV <Otlud C i>£J JlTiTml*-!, h <TTh l -t I 

i*^[rfpri|i]jJil y 

* Ifi H' tlMdr 1'h (,i.ntu 'li,P'H II. hMi'L 
rt{V flMit*" .fi A PI' J I lie H-PK^r; 

* Tc> .|Jrfrt'1> yr iji+n !hi' t , >«<,, . ' 
0^n1 r | jufi C|t'Jl | 


TtAM 

ACTIVITIES 


* E."Jtf pj'iopjnT to complete eorp'tuium 

* Co rr,, [i'^ ff ^ jfn ifbi>' ^of EO'P 

* fl"*ntp EOP ,ii r*:'ifttJKy 


* l<l»nl<ly tk<lhd»'n;i*i*:itl 

* LcJll |>drt-C<()jnr TOCOTiplf IC 
Cur "C u Ikjm 

* Drvrlop i pijnnrd Courts ol itudt 
id Cgnpunct'Un *jiTt» 'nlTfuLlor 

* Fjf'^itJTf pa' T i C 'D 4*lf "t I'VOtM'* 1 

niem irt touted jcinnti(*5 
J Compkic ev*i nation tor ED? 

* Rtwtt E&P ja nccett^ry 


* Lfjd {IJ'llCinjrLt |9 CJ rr ^lt'*|c r lH "if(j'Hirii 

* f OC'M^IC PJI HC't'jnt"! 'H^'^'Tl <*»ijr< .] L iL[iy'Tn-^ 

• Gnnvfilel* tvJIlMl'O'i TO' EDP 

• Reviw tDP « otc^J'* 


* Cf>n*:*jt'i> GC t> fF.i| u .'pmp^H A'Ch 
jf jifrnmr b *t 'i i^*t n i^" H 1 ,*'id hX'C'j 

* M<ut'|Or f^fw<nr<i| I'mmiqip iirjs^r i-n 

* Ci.«*H^Plf CtrAltJJl J pr* "'ir £ ^I 1 


* ftryiP*.* EOl T til rMtHi'THii* 

[]' uif onhu'ii 'd' aj'^ i h ^ f-r ' 

* In tiilf h*l. Imf i n> ol wmf in E .imtt 

* EUJ!pl^ T "l^.''*- 'O' rttliL ftjh'i r" ^ 

* F ti-iNj^.- <j|P A L Th (ill* I'C ipMi'*l .pi» J „ 1 
I. If tulirrv'W 

* EM*IUflTln^CT.pt plt^K»^^^^^l , »■ 


PERSONS 
RESPONSIBLE 


• OfifHldliOn '"ttfUCtOi 

• PlFlpC'lt.tnJ 

• Counic'O' 


* Rave tV-lK 'mi'ucto' 
J Pj'ticpanf 

* Couiiteloi 


* inirnicrot flf iiFcx)*j^n% 

* Pnirt'Citid»1 

* Cnu b iv1<n 


* GEO HMiKpji to' 

* P.lllil-tllJ'iE 

* C"in^*io' 


* IpVliPh Mir Hk|s"m-H:' 

* P L ^H1 <1PJHT 

* ClUiOivlOr 

* EmiiJHp^r H 

* Tr j,r*,Hq ji-vl **tf r Ml < P '-T 
Ifi pi n^uPjti,"' 


EXPECTED 
OUTCOMES 


fTM3 1 *t 4I1 j"t Toi trdtmjng 

* Pjif'Opjfn'li 'J^nnliiCJliEMi uT AJyl im 
wh'C+t U'K' chO'C^ 'flTluencr lilMiyl*, 

flmp(i5>tfi*f>T. ■H'HJ |Ot? lulljllfTH?, 1 

* PirlicipflriT* <(lcnt'1kCaTil>n »*i JH 
■i«eU4ry Id' HiCCf«'ii1 fntplv *vi't 

lh>lh. fob re ff nil On \l pIUJ 


* OfmOmM Jl"<J *r h'f yi< '*n»nT nf 
^j^if't ikplFi tpfilnUHl lo+ HiCe*U 
f L«l 4 [ill* 1 nn P nl l^ll,tr(» 1' ^ni'^ 


1 

* P^fHr<(T,»fH r 1i kd>n1»ti C jno'H pt {tfiu^jl m^rrtn jnfl aluMh't ^ 

* Piit lifipjirt |'f. CtiiTt|'l'l' L V 1 4 '^u+ hLI '(jo of dl If J Itii*' 1, Orn >Pl1 1 1 iVl i 
■ r» ntMCh ftWh*** f n Lirtil Jti'lklH:^ t>»nila» ti| llir J 

* P.iri't 'twm't *i.irreni»j' i^'l(ini»jti"? <jA umiri^ -tcl** 
UO't-Jii in each odfui^jtio^ 

* P^il»C4M«t T l nilf I'ty tn ilrOifr hmI tji.iEr i*"h.<«m j "^H'Viru in 
4f<1 HlH^T 11 *>' **** t* fh ' "I 1 H"* 1 " 

* P L p' ttt. rftjl 11 1 l"Mj-j'< ' L tjT hj' 1 * - ■ r crjklf irjo lr> j-iuP 

* P.H III l|M'^t\ H|(Tl[l1t'ti|ML 4 »1 1 111,111 fo» S U V t»'4r h '| Wll'4 U-*t 
ft i 4t|iAltitn 


* P.P'lit;P|l,Hit r'li-i'I^ Li tO 1" 111 ti-n'l 


* CoiJr'WOl'l tWI'^ilMOl'^ J(1Kl »V,*ili 
\i^ l|IJM»HHlt>i'l pH'rri* > itiUIP f^l T'lp 
lfl<Ji|.Ty nl l»lCi , m[il'U*iKr 

* P,i<Uf i|P,mt'» i1i L HKirnii,PhC"i O 1 ' 
|H(4'tnr<» nfirh n^lptfh hH'(1 4 PtH[i,nti'\ 

* MikMt^ppm hp v.il^l.<tiLH< nl 
im< Uc cr't toi> tfLj.pJ 
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TABLE V MATH IX OF 1 RAINING ASSIGNMENTS Jcmiliiuiuri) 



WORK MATURl FY 
SKILLS TRAINING 



i lil"i]iirii| i 



l^llk 'l.llfll* 



OCCUPATIONAL SKILLS 
TRAINING 



lh*l |-\% fl y |ll U 

}Mfiu k > ItiM "-'^ I* 
^nUilifi" 1 Inn 



liI a ilk 

in L >N I'i > 
I* llixititimJ -li, 



JOB SEARCH AND 
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Task 3 : 

OBTAIN BASIC INFORMATION i-'OK 
THE KDP FORM AND ORIENT THE PARTICIPANT 



Conduct an interview to obtain information on Educational 
History ( items 1-10) , Work History ( items 11-25), and Interests 
arid Job Goals (items 26-33) . If any of this information was 
col lected during the intake process , transfer it to the EDP 
from the intake records * 



EMPLOY ABILITY DEVELOPMENT PLAN 
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I I f-M I It» 



It Ihmnwt 
I Irn I Imp 



rActf > 

I HhH M |h» ■■m^iI '1*1 Him 



PAnilClPAftl'S INK III StS AUIt JOfl IMIAIS 

M IJ*Khil4 if**' <HfH>tn*r *hit If WMhl | mm* n 



1% typ* M r«fc WlHF*4 r frtf M lb>* much immimwUV^ 
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Provide- a brief orientation (dtiring the interview described 
in " 3 • 1 51 or during a l H ater session ) concerning the local labor 
market, CE1*A vtraininy and services, and ottier staff members 
who will be involved. If possible, arrange for the placement 
specialist to meet the par tic ipan t » 

Decide if tests n eed to be admi ni stered to obtain information 
about interests, aptitudes," and/or proficiency in reading and 
ma the ma tic s • Test ing may be necessary if the participant's job 
goals { interns 26-33) are not realistic in terms of educational 
and work history. 

Arrange for testing ( see Testing in Employment and Testing 

Prog rams : An Ac t ion Plann ing Gu ldebook ) and record test resul ts 

( items 34-36) . 



EMPLOYABILITY DEVELOPMENT PLAN 
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3-5 C ounsel the participant concerning the implications of the test 
results in relationship to job goals (items 28-33) o£ the test 
resu.1 ts r job open ing s r and any other in forma t ion tha t is 
re levant. If ava ilable in forma t ion does not support the 
part ici pan t 1 s job goals , de termine the barriers to achiev ing the 
job goals (item 37) with th^ participant, 



BARRIERS TO JOB GOALS 
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3 • 6 Determine whether training or immediate Job placement is needed . 
I f job placeme n t is appropr ia te , refer the par t ic lpan t to 
placement personnel* if training is required, the counselor will 
need t ime to complete the Case Rev ie w and Recommend a t ions ( i terns 
38^44) - There are several options that can be used in this 
situation t including (1) schedule a meeting with the participant 
to d isc uss the case rev iew ( i terns 38-44 ) when it is comple ted and 
to develop the Agreement for Services (items 45-51), or (2) refer 
the participant immediately to short-term training such as 
Orientation to the World of Work or Occupational Planning t 
Exploration r and Decision- Ma king. Referral to a short-term 
program will " hold" the par tic i pan t in a prod uc ti ve ac ti vi ty , if 
necessary / wh i le the case rev iew is be ing comple ted - 

3.7 Make a preliminary determination as to whether the participant 

needs any s up portive services that may~5e available either within 
or outside the agency ( i terns 50 and 51) . This is especially 
impor tan t if the par t ici pan t is be i ng re tier red to shor t- term 
-training as a result of the decision in "3-6" above * Final 
determination of supportive services will be made in M 4*2 M below* 
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Task 4 : 

ANALYZE THE PARTICIPANT'S SPECIFIC NEEDS 
AND DESIGN A PROGRAM TO MEET THEM 



4 . 1 Com plete the Case Review and Recommendations section 

o£ the EDP (items 38-44)* To accomplish this activity f 
input may be needed from such individuals as the test 
administrator, job developer, parent(s) pr g uardian ( s ) , 
instructors, or others who can provide relevant information. 
The counselor should contact these individuals or arrange 
a meeting, if appropriate. (See table 1 for staft personnel 
who should be involved . ) 



CAV tltVICW Al\lh ft* CtiMMfMlANOtyS 

» rlvti+nl r*+th*r 1" Wth m m n- 1 wrtnl 
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1 I ft**. l*-f.i*i 



4 - 2 Me et with the participant to discuss the Case Review and 

Recommend a t ions * Available training options should be reviewed 
in terms oE the requirements and outcomes of each option. The 
participant should be asked to id en t i f y preferences and to 
compare the Case Review and Recommendations with the interests 
and job goals previously identified (items 26-33). 



4 . 3 Complete the Agreement for Services ( items 50-51) with the 

participan t and sign the agreement . It is possible that this 
can be accomplished during the meeting scheduled in "4.2". 
However, another session may be needed to give the participant 
an opportunity to think about the Case Review and 
Recommendations. If the participant is already enrolled in 
short-term training such as that mentioned in "3.6/ time could 
easily be provided for the participant to consider the options. 
In any event, the participant should not feel forced to accept 
the staff's recommendations; this would be contrary to the 
positive nature of the employabil ity development process and 
could result in a nonposi t ive term i nation . (Note that any 
arrangements for supportive services should be confirmed at this 
time.) 
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EMPLOYABILITY DEV ELOPMENT PLAN page 4 

AGREEMENT FOR SflWlCES 
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CERTIFICATION AND AGREEMENT 
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4 -4 Set a date for assessing the participant 1 s prog ress . This should 
coincide with the completion date (item 48) noted fot training 
and should involve the participant as well as appropriate staff 
(see table 1, matrix)- The participant also should know that 
assessment and evaluation ^ill be conducted by the instructor 
or training supervisor while training is taking place. 




Task 5: 

ASSESS THE PARTICIPANT'S PROGRESS 



5 . 1 Cond uc t site v is i ts and counse 1 ing sess ions or ma in ta in 
contact with agency personnel to ensure that training is 
proceeding effectively and on schedule . If the participant is 
experiencing difficulty, a visit from the counselor might be 
especially appropriate. Complete item 52 on the EDP for each 
contact or on-site visit made, and complete item 53 if counseling 
is cond uc ted . 
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MONIIOMIMO Acnvmts 



5.2 Conduct an assessment conference with the participant and 

appropriate staff, if necessary, to review the part icipan t 1 s 
progress ( items 54-60) . This conference should correspond with 
that planned in 11 4.3." Results of the conference , will 
de term ine ( 1 ) whe ther the par t ic ipan t is mak inq sa t is f ac tocy 
progress and ( 2) , whether the short and/or long-range goai^ 
should be modified - 



(Dp updaie 

S* Ai+*4i>**f>i toHf*t«v f«*<#wi*rfF t !*■* I 1*h 



f4 MilitHiH I. ikm I *t"f* f^l 



10 Altwn l«l*rt 



27 



Task 6 : 

PROVIDE PLACEMENT AND TRANSITIONAL COUNSELING 



(Refer also to Follow- Up and Follow-Through in Employment and 
Training Programs : An Act: ion Planning Guidebook . ) 

6.1 Identity postplacement contact procedures (items 61-62). 

Although the par t ic ipan t is placed on a job r counsel ing may 
still be necessary as the participant ad j usts to the work 
environment and demands. Contact should be made r by telephone 
or in person f with both the employer and participant as allowed 
by regulations. 



EMPL0VA6ILITV DEVELOPMENT PLAN 



6 . 2 Make contact and provide ass is tance i £ necessary ( i tern 6 3). 

Information from the thirty-sixty-ninety day follow-up may be 
useful. In add i t ion to a telephone call or personal visit, a 
lunch or informal counseling session involving several 
participants could provide the support that is needed . 



6.3 Terminate the EDP when it is clear that the participant has 
adjusted to the job {item 64). This may be after the first 
telephone contact or several personal v is i ts . . When making the 
last contact, provide the participant with a phone number in 
case future assistance is needed. Encourage the participant 
to retain a copy of the EDP and to continue to use the assessment 
techn iques for se 1 f-g uidance on a continuing bas is . 
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attachment: 
model edp 



3/ 



Name of Participant 


Participant's Address 


Telephone 






Soc. Sec, No. 


Name/Title of Counselor 


Location of Interview 


Date 



/ 
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EDUCATIONAL HISTORY 



1. Highest grade 
completed: 

□ Les* than 8th 

□ Over 8, loss than 12 

I High school graduate 
LJ- Less than 2 years 

college 
C 2*4 years college 

□ College graduate 
G Post-graduate 

□ Voc-tech school 

□ G-E.D. 

□ Other IspecifyK 



2. Major or main 


4. Favorite school 


6. School subjectfs) in 


subjects studied in 


subject(s): 


which you did best: 


highest level of school; 






3. Check your 


5. School subject^} 


7. School subject(s) 


educational needs: 


most disliked: 


in which you did 


3 Remedial education 




least well: 


in reading or math 






- —1 Basic education 






□ English as a second 






langti age 






LJ Olher Ispecify): 







8. High schooMs) attended: 



Attended from to 
Diploma i .] yes Hi no 



9. College(s) attended: 



Attended from 
Degree! sh 



10. Voc/Tech schools attended: 



Attended from 
Graduated O yes 
Course Studied: 



WORK HISTORY - liJjT most recent employment first - attach additional sheets if needed 





Etnpfoyer Name and Address 


Employed 

From: i To: 




Job Held (cite special skills required): 


i 


11. 




'} 








12. 






13, 


1 

I 


i 


14. 






\ 

i 


15. 






j 
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16. Are you unemployed 
now? 

□ yes □ no 

17. What is the most money 
you ever made on a iob? 

S per hour 


18. If unemployed, check reason: 

G Fired D Enrolled in school G Other (explain!: 
D Resigned G Re-entry into fabor 
D Laid off market after absence 

□ Nei/er worked of years 

O Maternity leave 


19. What is the longest time you 
stayed in any one job? 

□ Less than 6 months 

□ 6 months to 1 year 
G 1 year to 3 years 
G 3 years to 5 years 
O Over 5 years 


20. Which of your past jobs 
did you like most? Why? 


21. Which of your past jobs 
did you like least? Why? 


22. What job skills do you iiave? 


23- Driver's license? 
□ yes □ no 
M yes. state/ number: 


24. Union member? 
LJ yes □ no 
If yes, name of union: 


25. G Other license or certificate (describe each): 


PARTICIPANT'S INTERESTS AND JOB GOALS 


26. Describe your hobbies - what 
do you do for enjoyment? 


27, What are your main interests? 


28. What type of job would you 
like if you could choose any 
one you wanted? 


29. How much money would you 
like to earn? + 

/ 

/ 


30. How much money do you 
need at the present time? 


31. What kind of training would 
you fike to get, if any? 

t 

f 


32, What kind of job would 
f satisfy you now, even if it 
is just a starting point? 

< 


33, What kind of jot/ would you be 
willing to accept for the rest 
of your life? 
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ADMINISTRATION OF TESTS 



f 

34. Tests administered: 


35. Tests recommended: 


36. Summary of test results and their 


□ None 


□ None 


implications: 


□ Interesi (list) 


□ Interest (list) 




□ APtitude Hist) 


□ Aptitude (list) 




□ Basic Skills Uist> 


□ Basic Skills Mist) 




□ Other i specify) 


lZj Other {specify) 





BARRIERS TO JOB GOALS 



37. G A 9a — too ¥oun9 


L_. Personal Problems 


□ Drug addiction 


■-J None 


L - A9o — too old 


□ Health problems 


G Lacking education 


□ Others Ispecify): 


I— 1 Transportation 


□ Physical handicap 


□ Lacking marketable skills 




1.2 Unfamiliar with area 


'— * Arrests/convictions 


□ Lacking experience 




ZI Child caro needs 


G Alcohol addiction 


□ Skills obsolete 





m CASE REVIEW AND RECOMMENDATIONS 



38. Current labor market situation: 


39. Short-range goals recommended; 


40. Long-term goal recommendations: 


41* Requirements to meet short-term goats: 


42. Requirements to meet long-term goals; 


43. Supportive service requirements; 



44- Recommendations made by* □ Counselor alone G Outside consultants 

D Staff conference CI Other (specify): 

date; 
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PAGE 4 



AGREEMENT FOR SERVICES 



45. Job objective: 



46. Training or education needed to reach objective; 

(Add information each timt* Participant enters a component.) 


47. Team members 
responsible for 
monitoring: 


43. Estimated time 
for completion: 

Month / Day / Year 


49. Expected outcomes: 


50. Supportive services arranged for participant: 


51. Outside resources for assistance: 

□ Part-time job □ Other (specify!; 

□ Night school 



CERTIFICATION AND AGREEMENT 



^1 certify that all the infort, .(ion given is true to my best Participant's Signature Date 

knowledge and belief- I further certify that all the above ^ 
data, as well as my personnel rights and privileges, have 
been discussed with me and that I have participated in and 

fulfy agree to the decisions and terms outlined herein. 

Counselor's Signature Date 



• 



• 
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MONITORING ACTIVITIES 



52. Contacts or on-site visits: 


Location: 


Date: 


Summarize results: 


S3. Counseling conducted: 




Date: 


Summarize results: 


EDP UPDATE 


54, Assessment conference conducted? Dves Gno 


Date: 


L Attended by: 



55. Assessment conference results: 
DoeS participant meet — 
Objective qualifications? D yes G no 
Training objective qualifications? Dves □ no 



56, Modifications to short-range goals: 



57. Modifications to Jong-range' goals: 



58. Modifications to job objective: 



59. Suggested next steps: (explain) 

ED Training 

□ Placement 

□ Other 



60. Action taken: 



Date: 



46 
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POST PLACEMENT ACTIVITIES 



61. Employment (Company, Address, Phone) 



Date placed: 



62. Staff member responsible: 



Co 
CO 



63* Type of assistance provided: 



Date: 



Results: 



64; Termination of services: 



4b 



Date: 



Comments: 
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